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Initial Login to the System 
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Initial Login to the System 
 

This manual provides step-by-step instructions for a principal to navigate the North Carolina 

Educator Evaluation System.  

 

 

Log into: https://mxweb.media-x.com/home/ncval/ 

Select the correct school district 

Type in the username that was provided to you (UID number) 

Type in the password that was provided to you: 123456 

Click Login 

 
 
 

 
 
 

https://mxweb.media-x.com/home/ncval/
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Profile  
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Profile  
 

The Profile button is used to identify your personal information, providing the ability to edit 

information and change your password.  If any of your personal information is not correct, 

contact your Human Resources Department.   

 

To change your password follow these steps: 
 

 

Click on the Profile icon. 

 
 
 
 

Click on the Change Password icon. 

 
 
 
 
 

Type in the original password (123456) 

Type in a unique password for yourself that is six characters long and contains a number and a 

capital letter. 

Click Save. 

 
 
 

Click on mxWeb to return to the landing page. 
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Click on the NC Educator Evaluation System icon 

 
 
 
 
 
 

 
 

 

Read and accept the End User License Agreement. Look for the check mark at the bottom: 

This occurs on your first login only. Be sure to scroll to the bottom to find the point of 

acceptance. 
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Complete a Teacher 

Observation 
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Complete a Teacher Observation 
 

Log into: https://mxweb.media-x.com/home/ncval/ 

Select the correct school district 

Type in the username that was provided to you (UID number) 

Type in your password 

Click Login 
 

 
 

Click on the NC Educator Evaluation System icon 

 
 
 

Click on Observe/Report 

  
  
 

 

 

https://mxweb.media-x.com/home/ncval/
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Click on Observations 

  
 

 

Click on the teacher’s name (the name will highlight). 

 
 
 

Note: You may need to use the drop down list in Select a School and/or in Select Group 

if the teachers have been assigned to different evaluators. 
 
 

Click on New Observation 
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Click Next. (The fields are pre-populated.) 

 
 

Note: You may change the name of the plan by deleting the text in the box next to 

“Observation Name” and type your naming convention.  McREL suggests leaving the 

Observation Name as it is (see Record of Teacher Activities form.) 
 
 

  
 
 
OPTION: If you want to send an email to the teacher to notify them of the observation, 

you may click in the box next to Yes I want to notify the teacher by email.  

 

Note: The email text may be changed by simply typing the email message in the 

Email Message Content box. The text will be sent as an email to the teacher. You 

may use the generic email that was set up for your convenience. However, it is 

strongly recommended you type your own message. 
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Click Next. 

 
 
 
 

Click on the Calendar and Clock icon that is located next to <No dates set>.   

Using the calendar that popped up, choose the date and click Set.  
 

 
 
 

Choose the date you are completing  the observation by clicking Today or by clicking the day in 

the calendar and then Set. 

 
 

Note: You may click <, << or >, >> to navigate through previous or next months and 

years. 
 
 
 

Use the drop downs to choose the Start Time (1) (the time you begin  the observation), Teacher 

Status (2) (Probationary or Career Status Teacher, as well as the year number), and the School 

Year (3).  You may block the teacher from viewing the form until it is completed by clicking the 

box. “ Do not allow the teacher to view this rubric form.” (4) 
 
 

 
 
 

 

 

 

3 

4 

2 
1 



 

14 Online Software Manual for the North Carolina Educator Evaluation System: Principal 

 

Read and fill out the observation by clicking in the appropriate boxes, standard by standard, 

element by element. Once you click in a box, a checkmark will appear (see the sample image 

below). 
 

 
 
 
 

You may type in Comments, attach a File (.txt, PDF, .doc, .docx, ppt, pptx), include a web 

Link, check the boxes of Example of Artifacts, and add additional examples of artifacts in the 

empty boxes. 
 

 
 
 
 

SUGGESTION: In the event that you will conduct more than one observation, 

type a date next to any comments that you have included.  
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Once you have completed all of the standards of the observation, use the drop downs following 

the word To in order to choose your End Time.  
 

 
 
 

Click on the Save icon. 

 

 
 
 
 
 

You may click on the Print icon to print out the observation (The print icon opens the Self 

Assessment in a new window). 

 

 
 
 
 

Click on the Done icon.  

You will be prompted if you want to save before leaving. 
 

 
 

 
 
 
 

Note: Even before you completely finish, it is advisable to click on the Save icon 

to save the information that you have entered so far. Incidentally, the system will 

not indicate any skipped standards/elements. It is your responsibility to ensure 

that the form is complete. 
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After completing the observation, sign the form to lock it from any further changes. 

Click in the box in the Principal/Evaluator Signature column. 
 

 
  

Note: Any unsigned form may be deleted by the author only. Once forms are signed only a 
district administrator may delete.  

 

A warning box will pop up to notify you that no other changes can be made to the form 

after it is signed. 
 

Click OK. 
 

 
 

 
 

Enter your password in the dialog box that pops up to authenticate your signature.  

Click on Authenticate after entering your password. 
 

 
 
 
 

 

 

 

 

 

 

 

 

1 

2 
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After the principal authenticates his/her signature, the teacher may sign the form. After both the  

principal and the teacher have signed, the teacher may add comments to the form.  The teacher 

must login to his/her own account using his/her own UID and Password to add comments. 
 

 
  
 
 

If comments have been added, an email is sent to the principal.  Upon receiving the 

email, the administrator must indicate that additional comments have been received by 

clicking the box next to Yes (1) in the Comments Attached column. The administrator 

then clicks in the box next to If Comments Attached in the Principal/Evaluator 

Signature (2) column. 
 

 
 
 

When creating another observation, the administrator has the option to copy the previous 

observation so that the items that were previously checked will show in the new 

observation. 
 

Click on New Observation. 
 

 
 
 

 
 
 
 
 
 
 

1 2 
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Use the drop down in Copy Observation (1) and choose the observation that you want to copy.  

Click Next (2) 

Proceed through the observations as the previous steps showed. 
 

 
 

2 

1 
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View a Teacher’s Self 

Assessment 
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View a Teacher’s Self Assessment 

 

Log into: https://mxweb.media-x.com/home/ncval/ 

Select the correct school district 

Type in the username that was provided to you (UID number) 

Type in your password 

Click Login 
 

 
 

 

Click on  NC Educator Evaluation System icon 

 
 
 

Click on Observe/Report 

  
 
 
 
 

https://mxweb.media-x.com/home/ncval/
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Click on Observations 

  
 
 

Click on the Teacher Task, (1) tab to view the teacher Self Assessment, Preliminary 

Development Plan’s and Professional Development Plan’s. 

. 

To view a Self Assessment that a teacher shared with you, click on his or her name in the Select 

Teacher area. Click on the name of the Self Assessment to view it. The administrator cannot 

make any modifications to the teacher’s Self Assessment (2). 
 

 
 

Note: A drop down menu is provided to view data from a previous year.  Use the drop 

down menu to choose the appropriate school year. The default is set for the current 

school year. 
 

 
 
 
 

 

 
 
 
 
 
 

1 

2 
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Teacher Summary Rating Form 
 
Log into: https://mxweb.media-x.com/home/ncval/ 

Select the correct school district 

Type in the username that was provided to you (UID number) 

Type in your password 

Click Login 
 

  
 

Click on the NC Educator Evaluation System icon 

 
 

Click on Observe/Report 

  
 
 
 

 

 

Click on Observations 

https://mxweb.media-x.com/home/ncval/
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Click on the Observer Task tab. 
 

 
 

 
 

Note: You may need to use the drop down list in Select School (1) and/or in Select 

Group (2) if the teachers have been assigned to different evaluators 
 

Click on New Form 

  
 
 
 

 

 

 

 

Click Next. (The fields are pre-populated.) 
 

1 

2 
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Note: You do not need to use the pull down menu. When you click Next, three forms will 

automatically be created for the teacher: Teacher Summary Rating Form, Professional 

Development Plan, and Record of Teacher Evaluation Activities. 
 

Click the drop down menu and choose the Teacher Status (1) 

Type the Evaluator’s Title (2) in the box.  
 

 
 
 

View Rubric Form gives you a list of the rubrics that have been completed so that you 

may see the completed observations (principal observation, teacher Self Assessment, and 

peer observations). Make your selection from the dropdown and then click on the 

Magnifying Glass icon. (The magnifying glass icon will open the evaluation in a new 

window or in a new tab.) 

 
 
 
 

2 

1 
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For each Standard and each Element (including the Overall Rating), click in the radio button 

that best demonstrates the performance. You must make a selection for every element or you will 

not be able to sign the form. You will receive an error that says, “Some elements are not rated.”  

 
 
 
 

 

 You may see the ratings from the other observations by clicking on the plus 

symbol beside the element. The plus symbol is replaced by a minus. 

 The number next to the check mark indicates how many times the element was 

checked on the observation.  

 The principal’s and each peer’s (if applicable) ratings are also displayed. 

 Click the minus symbol to collapse the section. 
 

 
 

 
 
 
 

 

 

 

The administrator may type in information in the Comments (1), Recommended 

Actions for Improvement (2), and Recourses Needed to Complete These actions (3). 
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The administrator may also check the appropriate boxes in the Evidence or 

Documentation to Support Rating (4) section or add additional items in the open text 

boxes. 
 

 
 
 
 

After the administrator has completed the Summary Rating Form, the Allow the teacher to view 

this summary rating form box in Summary Status must be checked so the teacher can view 

the form. 
  

 
 
 

Note : A Warning! message will always appear after signing as a reminder to:  

 Check the box allowing the teacher to view 

 Signing will lock the form 
 

 
 
 

An additional file may be added prior to the principal/evaluator signature by clicking on Choose 

File to find your file and then Add File. 

 

4 1 

2 

3 
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After the form is complete, click on the box in the Principal/Evaluator Signature column and 

follow the signature steps previously explained. 
 

 
 
 

 After the Principal/Evaluator signs the form, it is locked.   No further changes can 

be made. 

 The teacher may sign the form at the same time and/or login later to sign. 

 After both the principal and teacher sign the form, the Add Comments box 

becomes live for the teacher. 

 The teacher will sign in using his/her own UID and password to add comments.  

When comments are added by the teacher, a warning message will appear stating 

“ Comments cannot be removed after adding.”  

 An email is sent to the administrator advising comments have been added.   

 Principal will login and click the box Comments Attached and sign again. 
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Teacher Professional 

Development Plan 

OR New Preliminary 

Development Plan 
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Teacher Professional Development Plan 

OR New Preliminary Development Plan 
 

Log into: https://mxweb.media-x.com/home/ncval/ 

Select the correct school district 

Type in the username that was provided to you (UID number) 

Type in your password 

Click Login 
 

 
 
 

Click on the NC Educator Evaluation System icon. 

 
 

Note: If the teacher has a New Preliminary Development Plan, then a Professional 

Development Plan does not need to be completed. 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

https://mxweb.media-x.com/home/ncval/
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To view the forms:  

 

Click on Observe/Report. 

  
 
 
 

Click on Observations. 

 
 
 
 

Click on the Teacher Task tab to view the teacher’s Self Assessment and Preliminary 

Development Plan. 
 

 
 

Click on the Observer Task tab to view the teacher’s Observations, Professional Development 

Plan, Record of Teacher Evaluation Activities, and Summary Rating Sheet. 
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The Professional Development Plan and new Preliminary Development Plan are nearly identical. 

The steps below are for the Professional Development Plan. 

 

The Professional Development Plan is created by the administrator. The teacher and the 

administrator have the ability to add content to the form. 

 

Note: The Preliminary Devleopment Plan is created by the teacher. The teacher and the 

administrator have the ability to add content to the form.  A Preliminary Development 

Plan created in a previous school year will roll to the next school year and appear on the 

Teacher Task tab. 

 

Once an administrator signs either of the forms, they are locked. 

 

Click on the NC Educator Evaluation System icon. 

 
 

Click on Observe/Report. 

  
 

Click on Observations. 
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Click on the teacher’s name 
 

 
 
 
 

Click Professional Development Plan (form was automatically created when the Summary 

Rating Sheet was created) in the Forms box. 
 

 
 
 
 

Use the drop down menus to choose the Teacher Status and Plan. Type in the teacher’s Subject 

Area. 
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The teacher and administrator have editing privilieges to complete section B: Teacher’s 

Strategies. 
 

 

  
 

Note: No one can type in Section A (Professional Teaching Standards, Standard(s) to be 

addressed, and Element(s) to be addressed). This section will self populate if an 

observation is marked Developing or Not Demonstrated. 
 
 

Click Save 

 
 
 
 

Click Done 

  
 
 
 
 
 

 

The Professional Development Plan can be viewed by the teacher in his/her Teacher Task tab 

under Professional Development Plan box. 

  

The administrator signs the form using the same signature steps as previously shown. The form 

is now locked and no additional modifications can be made.  

 



 

          Online Software Manual for the North Carolina Educator Evaluation System: Principal 35 

 

Note: The form is grayed out and there is a check mark in the Administrator’s Signature 

box. 

 

The teacher signs the form. 
 

 
 
 
 

 

When it is time to complete the Mid-Year Review of the Professional Development 

Plan, click on the Mid-Year Review tab. 
 

Click on the calendar and clock icon to set the date of the Mid-Year Review.  

 

The teacher and administrator have editing privilieges to complete section C: Evidence of 

Progress Toward Specific Standards of Elements to be Addressed/Enhanced. 

 

The teacher may type comments into section D: Narative prior to the administrator signing the 

form. Once the administrator signs the form, it is locked. 

 

Follow the same procedures as above to sign and complete the Mid-Year Review. 
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Choose the date you are completing the Mid-Year Review by clicking Today or by clicking the 

day in the calendar and then Set. 

 
 

Note: You may click <, << or >, >> to navigate through previous or next months and 

years. 
 
 
 

When it is time to complete the End-of-Year Review of the Professional Development Plan, 

click on the End-of-Year Review tab. 

 

Click on the calendar and clock icon to set the date of the End-of-Year Review. 
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The teacher and administrator have editing privilieges to complete section E: Evidence of 

Progress Toward Specific Standards of Elements to be Addressed/Enhanced and section F: 

Goal 1 was successfully completed. 

 

The teacher may type comments into section G: Narative prior to the administrator signing the 

form. Once the administrator signs the form, it is locked. 

 

Follow the same procedures as above to sign and complete the End-of-Year Review. 
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View Record of Teacher 

Evaluation Activities 
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View Record of Teacher Evaluation Activities 
 

Log into: https://mxweb.media-x.com/home/ncval/ 

Select the correct school district 

Type in the username that was provided to you (UID number) 

Type in your password 

Click Login 
 

 
 

Click on the NC Educator Evaluation System icon. 

 

 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

https://mxweb.media-x.com/home/ncval/
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Click on Observe/Report. 

  
 
 

Click on Observations. 

 
 
 
 
 
 

 

Click on the teacher’s name 

 

 
 
 

 



 

42 Online Software Manual for the North Carolina Educator Evaluation System: Principal 

 

Click Record of Teacher Evaluation Activities (form was automatically created when the 

Summary Rating Sheet was created) in the Forms box. 
 

 
 
 
 

The form will indicate when each activity was signed by the teacher and the evaluator. 

 

Note: If you previously changed the name of the observation it will not be updated on the 

record of teacher evaulation activities form.  
 

 
 
 

This form will allow you to confirm attendance at orientation and pre-observation conferences. 

Click in the appropriate checkbox(es) to sign. You will be prompted by a pop-up dialog box to 

authenticate yourself by entering your password.  
 

  
 
 

Note:  This form will not allow the teacher to sign certain activities from the 

principal’s computer.  Teacher must login with this/her own UID and Password to 

sign; i.e., Orientation, Pre-Observation Conference, etc.  
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Principal/Assistant Principal 

Self-Evaluation 
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Principal/Assistant Principal Self-Evaluation 
 

Log into: https://mxweb.media-x.com/home/ncval/ 

Select the correct school district 

Type in the username that was provided to you (UID number) 

Type in your password 

Click Login 
 

 
 

Click on the NC Educator Evaluation System icon. 

 
 

 

Click on Observe/Report. 

  
 

 
 

 

 

https://mxweb.media-x.com/home/ncval/
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Click on Principal/Assistant Principal Performance Evaluations 

 
 

Use the Select Group drop down and choose My Self Assessments 

Click on New Self Assessments 
 

 
 

Click Next. (The fields are pre-populated.) 

Choose the correct rubric for your position in the Select Set drop down (Assistant Principal OR 

Principal) 

 

  Click Next. 
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Click on Evaluation Rubric 

 
 
 

Click on the Calendar and Clock icon that is located next to <No dates set>. Using the 

calendar that popped up, choose the date and click Set. 

  Use the drop downs to choose the Start Time and School Year. 
 

 
 
 
 

Read and fill out the observation form by clicking in the appropriate boxes, standard by 

standard, element by element. 
 
 

 
 

 

 

 

 

 

 

 

You may type in Comments, attach a File (.txt, PDF, .doc, .docx, ppt, pptx), include a web 

Link, check the boxes of Example of Artifacts, and add additional examples of artifacts in the 

empty boxes. 

1 

2 

3 
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Once you have completed all of the standards of your Self Assessment, use the drop downs to 

choose your End Time.  
 

 
 
 
 

 Click on the Save icon. 
 

 
 
 

You may click on the Print icon to print out the observation form (The print icon opens the self-  

assessment in a new window). 

 

 Click on the Done icon.  

 You will be prompted if you want to save before leaving. 
 

 
 
 

 
 

 

 

Note: Even before you completely finish the Self Assessment, it is advisable to 

click on the Save icon to save the information that you have entered so far. 

Incidentally, the system will not indicate any skipped standards/elements. It is 

your responsibility to ensure that the Self Assessment is complete. 
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After completing the Evaluation Rubric, click in the Self Assessment Status box “I have 

completed my self assessment and the observer can view my self assessment.”  This will lock the 

form and you cannot make any modifications to the form.  

 

Note: If you do not check this box, your supervisor cannot see your self assessment. 
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Principal/Assistant Principal 

Summary Goal Form 
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Principal/Assistant Principal Summary Goal              

Form 

 

 

Log into: https://mxweb.media-x.com/home/ncval/ 

Select the correct school district 

Type in the username that was provided to you (UID number) 

Type in your password 

Click Login 
 

 
 

    Click on the NC Educator Evaluation System icon. 

 

 
 

Click on Observe/Report.          

 
 

 

https://mxweb.media-x.com/home/ncval/
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   Click on Principal/Assistant Principal Performance Evaluations 

 
 
 

Use the Select Group drop down and choose My Self Assessments 

Click on Summary Goal Form (automatically created when the new self assessment was  

created). 

 

  
 
 
 

Complete the Summary Goal Form and add any additional comments at the end. 

Your supervisor has permission to modify the Summary Goal Form. 
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Note: Standard and Elements to be addressed are pre-populated if the evaluation rubric 

was marked as Developing and/or Not Demonstrated. 
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Create a Group for Assistant 

Principals 
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Create a Group for Assistant Principals 
 

You must create a group for all principal’s roles to be evaluated. 

 

Log into: https://mxweb.media-x.com/home/ncval/ 

Select the correct school district 

Type in the username that was provided to you (UID number) 

Type in your password 

Click Login 
 

 
 

Click on the Group Manager icon. 
 

 
 
 
 

Click Create Member group. 
 

 
 
 

 

Click on your school name in the Site List column. 

Your school will appear below. Click on the plus symbol next to Administrator and Principal 

to expand the lists. 
 

https://mxweb.media-x.com/home/ncval/
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Note: Do not create groups for teachers in this area. 

 

 

Rename your group in the Group name: box. 

Click on the names of the administrators and/or principals who should be in the group. The name 

of the person will be listed under Normal members. 
 

 
 
 
 

Note: If you need to share your group with a colleague, click on the Share Group icon.  
 

 
 
 
 
 

 This box will pop up. Type in the colleague’s username and click Add.  
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Click on the symbol under the “S” column to change the symbol to the “share” symbol. 

 
 
 
 
 
 

Note: By sharing groups, you may perform the following functions: 

 Read – R 

 Write – W 

 Delete – D 

 Share –S 

 Block – X. 

 

To temporarily block access to an individual assigned to the group click on the symbol under 

“X.”  
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Principal/Assistant Principal 

Evaluation 
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Principal/Assistant Principal Evaluation 
 

Log into: https://mxweb.media-x.com/home/ncval/ 

Select the correct school district 

Type in the username that was provided to you (UID number) 

Type in your password 

Click Login 
 

 
 

Click on the NC Educator Evaluation System icon. 

 
 
 
 
 
 
 
 
 
 
 
 
 

https://mxweb.media-x.com/home/ncval/
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Click on Observe/Report. 

  
 
 
 
 

Click on Principal/Assistant Principal Performance Evaluations 

 
 

 

 

Use the Select Group drop down and choose the group that you created. 
 

Note: If you have not created a group in Group Manager or if a group has not been 

shared with you, please see those instructions. 

 

Click on the principal’s name.  

Click New Evaluation. 
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 Choose the correct rubric for the position of the person you are evaluating in the Select Set 

drop down (Assistant Principal OR Principal). 

 Click Next. (The fields are pre-populated.) 

 Note: The system will automatically create four forms, unless you uncheck the boxes. 

 Forms: Evaluation Rubric, Summary Evaluation Rating Form, Progress Toward Achieving 

Goals, and Summary Goal Form. 
 

 
 

 

Click on Evaluation Rubric 
 

 
 
 

 

Click on the Calendar and Clock icon that is located next to <No dates set>. Using the calendar 

that popped up, choose the date and click Set. 

Use the drop downs to choose the Start Time. 
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Read and fill out the evaluation by clicking in the appropriate boxes, standard by standard, 

element by element. 
 

 
 
 

You may type in Comments, attach a File (.txt, PDF, .doc, .docx, ppt, pptx), include a web 

Link, check the boxes of Example of Artifacts, and add additional examples of artifacts in the 

empty boxes. 
 

 
 
 

 

SUGGESTION: In the event that you will conduct more than one evaluation, type 

a date next to any comments that you have included.  
 
 

 Once you have completed all of the standards of your evaluation, use the drop downs to choose   

your End Time.  
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Click on the Save icon. 
 

 
 

 

You may click on the Print icon to print out the evaluation (The print icon opens evaluation in a 

new window). 

 

Click on the Done icon.  

You will be prompted if you want to save before leaving. 
 

 
 
 

 

 

Note: Even before you completely finish the evaluation, it is advisable to click on 

the Save icon to save the information that you have entered so far. Incidentally, 

the system will not indicate any skipped standards/elements. It is your 

responsibility to ensure that the evaluation is complete. 
 
 

Example of the forms that are created. 
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Summary Evaluation Rating 

Form 
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Summary Evaluation Rating Form 
 

 

Click on the Summary Evaluation Rating Form. 

 
 
 

 

You may see the ratings from the evaluation by clicking on the plus symbol beside the 

element. The plus symbol is replaced by a minus. 

Click the minus symbol to collapse the section. 
 

 
 
 
 
 
 

Click the appropriate radio button for each of the standards, click on the Save icon. 
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After the superintendent or designee has completed the Summary Rating Form, the Allow the 

principal/assistant principal to view this summary rating form box in Summary Status may 

be checked so the principal/assistant principal can view the form. 
 

 
 
 
 

The superintendent or designee must develop a Professional Growth Plan with the 

principal/assistant principal.  
 

 
 

Checking the box above will give you a pop up reminder. 
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Progress Toward Achieving 

Goals 
 
 



 

68 Online Software Manual for the North Carolina Educator Evaluation System: Principal 

 

 

Progress Toward Achieving Goals 
 
 

Click on Progress Toward Achieving Goals.  

 
 
 
 

Complete this form with the principal/assistant principal. 

 

The superintendent or designee can also type in the Goal and Revised Plan/Comment for Goal 

boxes, except Goal 1 (see below). 
 

 
 

Note: By design you cannot type in Goal 1. Text will self populate from the Summary 

Evaluation Rating Form, Standard 4: Human Resource Leadership: “Teacher Turnover 

Rate goal for next school year” box (below). 
 

 
 



 

          Online Software Manual for the North Carolina Educator Evaluation System: Principal 69 

 

 

Summary Goal Form 
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Summary Goal Form 
 
 

Click on Summary Goal Form  

 
 
 
 

Complete this form with the principal/assistant principal. 

The superintendent or designee can type in the boxes. 
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Plan Observations 
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Plan Observations 
 
 

 
 
 

The page will display four tabs, all of which can be selected by clicking on them: Plan 

Observation, Manage Groups, Manage Observation, and Schedule.  

 

The next sections describe the functionality available by selecting each of these tabs. 
 

Plan Observation 
 

 

The areas in the Search Teachers by Criteria area are search fields. 

You select your school using the drop down list beside the School radio button. You select the 

teachers that you want to schedule their observation, you choose a date using the calendar, and 

you click on the Assign Date button.  

The steps are: 

1. Choose the school for whose teachers you want to set the observation dates by clicking the 

School radio button and by using the drop down list beside it. Alternately, you may click the 

Group radio-button and select a group using the respective drop down list. Several teachers 

are displayed below the Search Teachers by Criteria area. 

2. You may narrow down the set of teachers by using the other selectors in the Search 

Teachers by Criteria area. 

3. Click on the checkbox(es) next to the teacher(s) whose observation you want to schedule. 

4. Click on the Calendar and Clock icon. The calendar will open. Alternately, you may use the 

drop down list beside the Calendar and Clock to select the Evaluation Periods that an 

administrator previously set up. 

5. Choose the date that you want using the calendar. 

6. Click Set.  

7. Click Assign Date. 
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Manage Teacher Groups 
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Manage Teacher Groups 
 

Manage Groups (1) is a tool used to assign teachers to different groups, which can then be 

selected using the preceding section. Different groups can be assigned to different evaluators.  

 

On the left-hand pane, the Search Teacher by Criteria (2) area may be used to search for 

teachers with specific criteria, i.e., all male teachers, or teachers with the last name of Smith. If 

using this function, click the Apply Criteria (3) button (right-hand pane) to display the selected 

teachers in the Teacher Search Results (4) area. 

 

 

 

 
 
 

 

Next, create a 1-5 digit Code (6) (bottom left-hand pane). This code may be alpha, numeric or 

combination of both. This field is open to any text, however, McREL suggests using the last four 

digits of a username. Create a Group Name (7) in the respective text input box. Again, this field 

is open, however, McREL suggests using the last name of the owner of the group. Click on the 

New Group (8) button. 
 

 
 

1 

    2 

 3 

 4 

6 
7 

8 
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After creating the new group, click on that the name of that new group, which is displayed in the 

Group Name (9) area. 

 

On the upper right-hand pane , in the Teacher Search Results (10) area, select the teachers you 

want to be assigned to the group by clicking on the respective checkboxes. Click on the 

magnifying glass to find out details about the teachers. If the information was input, you can see 

their start date of teaching, gender, etc. 

 

After clicking on the checkboxes next to the teachers you want in the group, click the Add to 

Group (11)  button. The teachers in the group are shown in the Group Content (12) 

 area in the lower right-hand pane. 

 

Note: If the Add to Group button is grayed out, by highlighting the group name within 

the Select Group area will enable the Add to Group button to become active. 
 
 

 
 

Manage Observation 
 

You may use this tool to view all of the observations that have been conducted at your  

school. 
 

 

9 

10 
11 

12 
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Schedule 
 

 

You may use this tool after you have your observations planned in order to view them all. 
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Reports 
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Reports 
 

 

Click on Reports. 
 

 
 

 

Overall Observation Report 
 

Click on Overall Observation Report. 
 
 

 
 
 

 Note: Report 1 Observation/Self Assessment Checklist Report is reserved for future use. 
 

 
 

 

The following form allows you to select the status of the observations, the school, and the  

reporting period on which the report will be based.   
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You may use the Select Observation Status drop down to select the status of the Observations 

that you want displayed (in-progress, completed, archived or All Observations). The default is 

All Observations. 

 

Select the school by clicking in the appropriate checkbox. 

 

You may use the two calendars to set the Report Start Date and Report End Date for the 

reporting period. 

 

 Click << to go to the previous year and >> to go the next year. 

 Click < to go to the previous month and > to go to the next month. 

 Click any day to select it. 

 Click Today to choose today’s date. 

 

Note: The default start date is August 1
st
 of the current school year.  

The default end date is today’s date. 

 

Click the Submit Report button to view the report. The report is displayed in a different window 

(or, based on your browser) in a different tab. 

 

 

The Overall Observation Report displays the names of the appraisers and of the appraised 

persons, along with the observation name, date, and status (completed or in-progress). The listed 

observations include teacher observations by principals, teachers’ peer-observations, and 

evaluations of principals. 
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The Select Observation Status drop down can be used to display just the in-progress (or 

completed, or archived) observations. The default is All Observations. 
 

 
 

In the window (or tab) you used to start the report, click on Reports in the navigation bar. 
 

 
 

 

Summary Report 
 

 

Click Summary Report. 
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A form is displayed to which allows the user to specify which staff category and period the 

report is to be compiled. 
 
 

 
 
 

Rubric for Evaluating North Carolina Teachers is the default Select Set drop down selection. 

In the description below, we assume the default selection applies. 

 

Note: There are two additional selections: Rubric for Evaluating North Carolina 

Principals and Rubric for Evaluating North Carolina Principals/Assistant 

Principals. 

 

Modify the Report Period if necessary.  

 

Click the Submit Report button. 

 

The report is displayed in a different window (or, depending on your browser) in a different tab. 

 

The Summary Report displays in tabular format and as a pie chart the breakdown of the 

teachers according to their level (Developing, Proficient, etc.) The header of the Summary 

Report allows you to print the current report. 

 

 
 

At the top of the Summary Report, there is a table that summarizes the breakdown of the 

numbers of teachers according to their levels in relation to all the standards. 
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The report also provides separate information about each of the standards. Absolute values and 

percentages are shown in two adjacent columns. Percentages are also displayed as a pie chart. 
 

 
 
 

The standard-targeting segment of the report is displayed below in its entirety. 
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In addition to the breakdown of teachers according to their level, the number of activities 

checked for each standard element is displayed in tabular format on a per-level (Developing, 

Proficient, etc.) basis. 

 

In the window (or tab) you used to start the report, click on Reports in the navigation bar. 
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Artifact Report 
 

 

 

Click Artifact Report. 

 

 
 

A form is displayed to allow the user specify for which staff category and period the report is to 

be compiled. 
 
 

 
 
 

The default Select Set drop down selection is Rubric for Evaluating North Carolina 

Teachers. This document describes Artifact Report in connection to the default selection. 

 

Note: There are two additional selections: Rubric for Evaluating North Carolina 

Principals and Rubric for Evaluating North Carolina Assistant Principals. The 

Artifact Report in entirely similar in relation to these alternative selections. 

 

Modify the Report Period if necessary.  

 

Click the Submit Report button. 

 

The report is displayed in a different window (or, depending on your browser) in a different tab. 
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The header of the Artifact Report allows you to modify the report by making a different 

selection, or to print the current report. 
 
 
 

 
 
 

 

Use the Select Form drop down to select the form [Rubric for Evaluating Teachers, Teacher 

Summary Rating Form, Rubric for Evaluating Teachers (Self Assessment)] in relation to 

which artifact related statistics are to be displayed. In the description below, we assume the 

default selection, Rubric for Evaluating Teachers, applies. 
 

 
 
 

 

The artifacts are broken down according to the artifact type. The results are grouped according to 

standards. The image above presents a typical table/bar chart displayed for one of the standards 

by the Artifact Report. 

 

The percentages of the teachers who demonstrated each type of artifact and the absolute numbers 

of artifacts are displayed in two columns (named Percent and Checked, respectively) and a 

horizontal bar chart that represents the percentages. Percentages reflect the ratio of the number 

of checked artifacts to the number of evaluations. The latter is displayed in the header of each 

standard-targeting the report segment. 
 

 
 

 

In the window (or tab) you used to start the report, click on Reports in the navigation bar. 
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Rubrics Indicators 
 

 

Click Rubrics Indicators. 
 
 

 
 

A form is displayed which allows the user to specify which staff category and period the report is 

to be compiled. 
 
 

 
 

The default Select Set drop down selection is Rubric for Evaluating North Carolina 

Teachers.  

This document describes Rubrics Indicators report in connection to the default selection. 

 

Note: There are two additional selections: Rubric for Evaluating North Carolina 

Principals and Rubric for Evaluating North Carolina Assistant Principals. The 

Rubrics Indicators report in entirely similar in relation to these alternative selections. 
 

Modify the Report Period if necessary.  

 

Click the Submit Report button. 

 

The report is displayed in a different window (or, depending on your browser) in a different tab. 
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The header of the Rubric Indicators report allows you to modify the report by making a 

different selection, or to print the current report. 
 
 
 

 
 
 

You can use the Select Report Type drop down to select either Evaluation (the default 

selection) or Self Assessment. In the description below, we assume the default selection applies. 

 

For each standard, for each element indicator, the Rubric Indicators report displaysthe 

number and percentage of the selections. The percentage reflects the ratio of the number of 

selections to the number of evaluations. The indicators are grouped vertically according to the 

level they correspond to (Developing, Proficient, etc.) The elements are grouped together 

according to the standard they are a part of. 
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Set-Up 
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Set-Up 
 

Export Data 
Export Data allows you to get all of the raw data into a .txt file. You may choose the items that 

you want to export.   
 

 
  
 
 

Exports are available to principal or district administrators only. This report provides users with 

.csv (excel file) data specific to teachers, principals and assistant principals for: Summary 

Evaluation Rating Forms and Evaluation Rubric. 

 

Select Set for which group you’d like to view: Teachers, Principals or Assistant Principals. 

Select School/District – available to district administrators only. Principals have the ability to 

select their school data only. 

Select period of time you’d like the report to compile date. 

Click Export Data. 

 
 

 

 

 

 

 

 

 

The Summary Evaluation Rating will display the following columns of data: 



 

          Online Software Manual for the North Carolina Educator Evaluation System: Principal 93 

 

Person Unique ID:  

First Name:  

Last Name:  

Name:  

Date Completed: Principal Signature Date 

Teacher Signature Date: 

School Year:  

School Unique ID:  

School:  

District:  

Evaluator:  

Ratings displayed from Developing to Distinguished for all Standards, all Elements and 

Teacher Comments. 

The Evaluation Rubric displays the following columns of data: 

Observation Name:  

Teacher Name:  

Teacher Unique ID:  

School Year:  

School:  

School Unique ID:  

District:  

Evaluator:  

Title:  

Date:  

Start Time:  

End Time:  

Teacher Signature Date:  

Evaluator Signature Date:  

Teacher Status:  

Date Principal Conclude: The date the principal conclude the evaluation 

Ratings displayed are either True or False for each Standard and Element. For example: 

Understands how they contribute to students graduating from high school: TRUE or 

FALSE. 

 

 

 

 

 

 

 

 

 

 

 

 

Settings 
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Personal 

This generic email was set up for your convenience. The email text may be changed by 

simply typing the email message in the “Email Message Content” box. The text will be 

sent as an email to the teacher.  
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